APPLICATION ifaa RECORDS RETENTION SCHEDULE oA R THE SECAETARY QP STATE |
RECORDS MANAGEMENT DIVISION

INSTRUCT IONS: See Publication No. 76~AM=1 for iastructions on completmg this form. Forward signad original o
Department of Archives and History, Records Managemant Division, 330 Capltol Avenue, Atlanta, Georgia, 30334,
Atsntion: Scheduiing Section,

FOR AGENCY USE 1. Agency Addrass ) it ) FOR RECORDS MANAGEMENT USE
A_ppbc-mon Date Department of Offender Rehabilitation Application Nurmbar
#2 Martin Luther King Jr. Drive, SE 8 2_ - 5 5 5
Application Number ) ' Room 754, East Tower, Floyd Veterans . Deta Received Oat Complatad »
: N 8
Sipagpial Buttging o, _|SEPoomegs | ocT 258
2. Person to Contact . Worldng Titll _ Telephons Number
- Susan Davis ] : s Records Management Offlcer o ) 656-5561
3. Action Reguested
a- Estabusn Retention Schedule: record will continus to accumulate. =
b. O Dispose of present accumulation; no further accumulation anticipated.
c. O Amend Apptication No. Check One: O Change; (1 Supercede; [J Void
4, Datus of Serias 5. Records Series Title (followed by title used in offics; if diffsrent)
Earliest Latest T
| 7-2-81 Mbnthly Education Report /Iﬁ 5/;1@(//6’-,\ éﬂ $q )
6. Division and Office Function = " What is the function of the Division and the Office in which tAs record series is created?

Educatlon Services provides ‘Academic and/or Vocatlonal training in order to prepare public
of fenders with marketable skills, ;

1

7. Regord Serias Desaription This file contains the fol!owmg documents {inciude form numbers and titles, if any):
Attach samples of the file.
Documents relsting to: The attendance of students enrolled in school. Monthly Education Report.

- ~.

" Induded are: Attencance Register Sheets contamlng teacher's name, list of students in the
N class, attendance data, test data and other related :mformatlon. Also
v ) "monthly computer print out from Inmate Data Bank.

Fila is arranged: Chronoligically by month of Reﬁo'rt; therunder by teacher.

8. Monthly Refersnce Rate How often are records referred to which are:

One to six months oid : Seven to twalve months old ——— . Thirt=en to twenty-four months old
twegty-fiva months and cider -

3. Annual Rate of Accumulation of Records o
Letter-size drawers ; Legal-sizg d_r)_awars

: Shelves : Other (soecify)

A _BRA_ FH-. Sa. m




ves | NG | 10. Questionnaire  {Flace g ““X’"in the proper column) . N
2. I3 this the officiai copy of the series? ) » - .
}f ngt, whare is jt?

b. Doss the series contain confidantial information mu:rmg security handiing? Hf ves, cite law or reguiation.
X Privacy Act, Georgia Code. ,

¢, s +his 3 vitai remrc?
| _d. Does this series have historical or long term resesrch vaiue? - Federal Audit Value
6. When one or two documents in the file make it necessary to keep the erlire file for a long period, could thess

docs.sments budmiuleﬂ.mmlv?

b

ol Bad l”"' b

g. Isthe infor'mation contained in this series #var snaiyzad and/or récorded in a summarized report?
X " 1f yes attach cogy, Complete print out for Inmate Data Bank, Evaluation Reports.

h. Is there a duplication of this saries in your office, or in another afflcl or agency?

X If yas whera? Central Office -
X1 i is-hisseries for 2 major particn of i2) requiarty miccofiimed?
X| L_Dcex she record series resilt in 3 comauter Srintout? : -
11. Retention Requirements . The foilowing requires the series 1o be kept:
s Statelaw - years. d. Audit period : yesrs.
b, Statute of limitation years, e. Administrative need yasrs,
¢. Federal faw . years. 4. Federal ratantion instructions years.

Amch copy or excert of laws or regulations. Explain admnmstutwe need.
NOTE: In cases where federal audits are in process; hold until f:Lnal audit is
~ completed _ SRR )

12 Appfond Disposition lnmucuom .This agency recommands that th- file series be cut off at the end of each:
a Calendaf Yesr: C! Fmai Yeaar;: OJ Othar then,

monthis) year(s); then
year{s}); then

year(s); then

0 Hold in the current files area

O Transfer ta ioc2l holding area; hold

O Transfar to State Records Center; hold e

O Destroy.

g/'hnsfar to State Archives for permanent retention.
Othar [Soecify)

Attgnglgagl_,_ggAgeﬁgi_s‘_td:ier_f.;h_e_etrz Cut off at end of FY; then destroy.

Monthly Report: Cut off at end of FY; then destroy. = . o -

Records Managament Officar. (Signature} : Date

V7 MM/W . ?/J%C

te Records Commrtm {Signature)

Oate
Recommendations in para- 7 Zat . T
graph 12 are approved. State Auditor/Designes P M,ﬂd__/[ _ 101 8§

(It disspproved, attach letter .
of explanation.) %cetarv of State/Designes gmm A (s 4 ( ‘—7/ Vﬁ ol
: £

- Attorney Genaral/Designae o ’ V. Zo. ;
AR=S0—71; Rewv, 78 } _ {Reverss Sige, -"""é g‘} :

Y

5N




